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Preparing and Approving the SF-182 using an Accounting
Code

This job aid provides instructions when paying for Commercial (Off-the-Shelf) training using an
accounting code (short hand code) as the method of payment. The SF-182 must be used to pay for

training over $2,500 for commercial training, and the method of payment will be by accounting code.
Paying by accounting code requires assistance from the National Finance Center (NFC), and therefore,
must contain pertinent information in Section C. of the SF-182. Complete instructions on completing
form SF-182 can be found at: htt

Step Activity
1. Log into AgLearn as an administrator -
www.aglearn.usda.gov.

Performance  Learning  Commerce  Content  Reports  System Admin

Users Search AddMew  Help

search saved searches @

From the administrator interface,
select the User Management menu.

2 Vsl fo 2ach rld et you wart o use o fikr your search. Som 7l alow you o selec rom a it of
e e et o fuer e your searcn
ssve | reset

Case sensitive search:

From the left menu, the Users menuis e e
hlghllghted Mmdle.mmal: Staris ven ~

User Status: © active © Hotactive © Both

2. From the Users search screen, enter vsers soen s
and/or select the basic search criteria s oo @
as appropriate. l.e. Last name, first A S S S st !
name. .

© Yes @ o
User D2 Starts Wih ~
CI k ”S h" Last Name: Starts Wih ~ [walker
IC earcn-. Fist ame: Sars v~ yn
Midale Iniial: Starts Win +

3. The search results appear at the .

User ID User Name Domain ID  Email Address Supervisor  Notify

bottom of the screen. Click the penCiI |LW035176 [Zi |walker, Lyndsll A ‘ARS-HQ |lyndau.wahcer@ars.usda.gov ‘HFIIZSSTI ‘ B
icon (edit) to access the SF-182.

Send Notification

4. The summary page appears as default. Gglearn
Home Performance Learning Commerce Content Reports System Admin

Users Search | Add New | Help

Click SF-182 Requests tab.

> Search > Search Results > Eit Summary

Userip:  Lwo3s2re
Name:  Waker, Lyndell A

standarg
surveys Skils Inventory e

Organization | Organization | Succession | Atermate Job | performa
[ e | s | Chm | e | e [
| conmerce | sccout Coce | catatog review | rererences | approvalrae

Coty Profics | Competencies | Regitration | feuests | OntnoStatus | Asessments |

B oo | Coinries | Loumngrn | cometeorons | curcus |

Edit the User Information

* = Required Fields Appiy Changes | Reset  Reset User Pin | Copy.. Deiete
— Security

User 0: Lwosszre

Relted Admin:  LW038275a

Active "

* Domain: Q arsra

* Role: DEFAULT USER (System Defaut User Role) ~


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.aglearn.usda.gov/

W rerformance  Learning  Commerce | Content  Reports  System Admin

5. Click the New Request button at the
bottom of the screen. GEH6T Adobe Advance Learning S:s‘\z;edted and Hone

89690 AgLearn Maintenance Submitted Pending Step 5

B4731 best Denied Mane
G958 Adobe Flash €53: Rich Cantent Verified Mone

Creation
64956 Adobe Dreamweaver Chds Verification Nane

Website Development Denied
45761 1234 Completed and  None

Verified

45754 Intra to Access Varification Panding Step 1

Submitted

43496 Microsolt Access 2003: Verification None
Introduc tion Denled
21669 Human Resources Management  Approved MNone

for Administrative Personnet

2463 Developing and Communicating Denied Nane -

Hecords per Page 0 T (10 total vecords)

6. The SF-182 form opens.
Fill out the SF-182 request form. e —

Mew SF-182 Request

Note: For instructions on how to R

complete all or some of the fields on the N ———
SF-182, please refer to the instructions T — e -
listed at: -
http://www.afm.ars.usda.gov/forms/E ,
MPDEV/SF182-Instructions.PDF - e

e ‘ [ | =

& Suparvmsey

AT Organaation Pl AGIeR W s one . Work Emal AGen

Proceed to either Step 7 (Non-Federal e
Vendor) or Step 8 (Federal Vendors)
depending on vendor information thatis || ] —
selected in B.1. —

7. Section C of the SF-182 is the Payment and Billing Section. It is important to place the
appropriate information in this section according to the payment method used. For
payment by accounting code for Non Federal Vendors:


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

SECTION C: COSTS AND BILLING INFORMATION

C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Hem * Amount Appropriation Fund Item * Amount Appropriation Fund
b. Books or Materials l:l b. Per Diem l:l

c. Total c. Total

* C.3. Total Training Non-Government Contribution Cost C.4. Billing Instructions

USDA, OCFO

Controlier Operations Division, ACPRB
|ARS Operations Section

P.0. Box 53326

New Orleans, Louisiana 70153

C.4. Document / Purchase Order / Requisition Ho

Doc # 0003050023; Vend Code: 1500110220

C.5. 8-Digit Station Symbol

12-40-0300

C1. Enter the amount of the training, books or materials, total and appropriation fund.
C2. Enter the estimated travel amount, per diem, total and appropriation fund.

C4. Enter the Agency Document Tracking #. This number is used internally to track the
number of SF-182s generated in a fiscal year, and normally consist of the two digit fiscal
year, four digit mode code, and four digit sequential set of numbers. Also, enter the FMMI
vendor code. To receive a copy of the FMMI vendor code, please contact your budget
person. (See page 7 for sample vendor list)

C5. Enter the appropriate 8-digit station symbol:

(ARS) 12-40-0300; (NIFA) 12-40-2200; (ERS) 12-40-1800; (NASS) 12-40-2000

C6. Enter the appropriate billing address (see page 12:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

8. The IPAC system is used to process bills for Federal Government agency vendors, therefore,
when the training vendor is a Federal Government agency such as GSA, OPM and etc,
pertinent information is needed in Section C.4. of the SF-182 for IPAC identification purposes.

NFC supplies a “Purchase Order” number as an identifier code for the vendor. This PO

number is matched in the IPAC system to identify the Federal agency vendor.
SECTION C: COSTS AND BILLING INFORMATION

C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Item * Amount Appropriation Fund Item * Amount Appropriation Fund
a. Tuition s[3450.00 | [1010305001 ] a. Travel

b. Books or Materials s[o.00 | [ | b. Per Diem l:l

e Tota e Tota

* C.3. Total Training Mon-Government Contribution Cost C.6. Billing Instructions

USDA, OCFO

Controller Operations Division, ACPRB
|ARS Operations Section

P.0. Box 53326

Mews Orleans, Louisiana 70153

C.4. Document / Purchase Order / Requisition No

4312345678, buc#LUBUE—UUrﬂ. FMMIWendor Code: 1

C.5. 8-Digit Station Symbol

12-40-0300



http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

To obtain the FMMI PO number, first complete SF-182 in Aglearn and obtain all required approvals.
Print an approved copy of the SF-182 and forward to ARSOPS via email address:
ARSOPS@nfc.usda.gov. ARSOPS processes SF-182 and generates a FMMI PO number.

ARSOPS emails agency (sender of the document) the FMMI PO number. The Agency then places the
FMMI PO number in block C.4. of the SF-182 and forwards to Federal vendor. (OPM, GSA, etc.)

Note: The FMMI PO number “must” be the first number listed in block C.4. of the SF-182. LEAVE
SPACE FOR THIS NUMBER AT THE BEGINNING OF SECTION C.4. FMMI system will process without
manual intervention.

9. Review the form for accuracy.
Click the “Submit” button. [C] submit Request as Approved || Save Data for Another Request | oect Use HeEE

Training Approval Process (TAP)

Step 1 —the 1% line supervisor’s name should already be populated from the user’s personal
profile. Click the “show all” to show the supervisor name.

Note: If the supervisor’s name is not listed, the “Select User for Approval” link will be available
to search. Click the link and search for the supervisor.

Step 2-4 — Auto Approvers — No name necessary in these fields.

Note: The Aglearn system automatically moves through these steps and submits as approved.
The Step 5 approver is then notified via email to approve step 5.

Approval Submission Help
> Submit for Approval
The tem/reguest selected requires approval using the steps listed below
Any steps that do not hawve a user listed must have a name filled in before the reguest can be submitted
Step 1 u r Level 1 {(Show Ally
Step 2 Showw Ally
Step 3 T 2 (Show A}

Step 5 Select User for Approwal
Step & Select User for Approwal

11.

Select the Step 5 Approver (Fund Holder) by selecting the link “Select User for Approval”.

1. The search screen will appear. Key in the Last and First name and click search. Select the
name.

2. Repeat the steps above to select the Step 6 Approver (person to review the form for
accuracy, and add accounting and billing info).

First Mame: Starts With - |
User Status: @ Active @) Not Active @ Both
Approval Process Help
Searen
Add Users to Approval Process Step
Ry 6
I S RN

VGO37265 Gramiich, Wirginia C

Select All / Deselect Al

[ada [ rResst]


mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov

Submit

12.

13.

Click Submit once you have chosen
the approvers.

Review the new SF-182 Request I

A Request ID is created for the SF-
182. The title is listed, and the
“Status” field is indicated as
“Submitted”. The “Pending
Approval Actions” field identifies
what step the document is at in the
approval process. The “Action”
field provides you the various
actions you can perform based on
where the document is in the
approval process.

c.édearn
Home Performance

Learning  Commerce

Records per Page 10 7 (3 total records)

Content

User Role > quick Link

Reports  System Adwin

for Administrative Personnel

Pending
Request Approval
D Title taty ction: Action
Aglearn Maintenance Submitted Pending Step 1 Edic dpprovel
it Request
Titharsw Request
4731 test Denied Mane View Request
64958 Adobe Flash C53; Rich Content  Verified Mone View Request
Creation
6495 Adobe Dreamweaver C54: Verffication Mane Wiew Request
Website Development Denied Transter Request
Verify
45761 1234 Verffication Pending Step 1 Edic dpprovel
Submitted Edit Vrification
Witharaw Ve rifization
45754 Intro to Access Verification Pending Step 1 caic apprave)
Submitted Edit Varification
Withdraw Verification
434%  Microsoft Access 2003: Verification Mone View Requast
Introduction Denied Transfer Request
Nerify
21669 Human Resources Management  Approved None View Request

Transfer Requast

Sample FMMI vendor list

Vendor List

| Vendor List
{Menu | = [Exit | {Tancel | [ System ;
tion - Gold

PMMI Produc
Denver, CO

Vendor List

Time
BEKEVZO

sort: vendor

Name 1 Contents 1 Name 2 Contents 2 Name 3 Contents 3 Name 4 Contents 4 Name 5 Content
vendor 150011022C Company Code company Code Name

section TECHNICAL DATA

SearchTern USDAGRADUA Acct Group ZSAL

COMMUNICATION WITH VENDOR

Created by CONVUSER02
Section

USDA GRADUATE SCHOO]
600 MARYLAND AVE SV
WASHINGTON DC 20024-2521
usAa

Language EN

Created or 10/08/2009

Telephonel 202-314-3381

F X ample
\Vendor

Vendor cod e

S D F

\S500 116220

Page 1 of 1

‘



SF-182 Approval Process

The approvers will login using their
Learner Login. The approver will
see on their home screen:

2. To view the SF-182, click on the
title of the training. To Approve
the SF-182, click the Approve box,
then Next

Pending Reviews and Approvals © Help

This view shows you all of the review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals for performance

My Employees

Katherine R Hoyle
1 o

["Fo-Do List BROW: Leeryning |~ L] ]|
Overdue -
17 drso

E0UE 148 Release 25 New Femvaes and Fasctianaiiy
abre

25 days averdue Mamagemest in USDA

No due date

i The Si Aptitdes Heeded for Seccess

D The Help f 3 Mestss

apprapriate section header. Within each section you will find a list of specific reviews or appravals you are being askedto perform, categorized by action type

chivities, such as compet (onlyif available); and approvals for iraining requests. You may switch between sections by clicking on the

 Performance Management (0) | /" Training (2) \

Training
Internal Training (1)

W Enter Reasons for Approvals or Denials & A
User Name « Title Price  Type

Walker, Lyndell A Aglearn Delta IT Skills ENROLLMENT

[ Enter Reasons for Approvals or Denials & Au € Direct Reports Only Next
User Name « Title Price  Type Action [Approve Al/Deny All]
Walker, Lyndell A Intro to napkin folding 100.33 EXTERNAL LEARNING REQUEST ¢ aporove © peny @ skip

' Direct Reports Only Next
Action [Approve All/Deny All]

€ approve © peny © skip

External Training (1)

N
—>

3. A comment section will appear next.
Click Next to the final review screen.

Note*: Comments are optional

Pending Reviews and Approvals @ Help

Approve or Deny — Approval Reasons

Enter a reason for approving your employee’s training request below.
Previous
Approval Reasons

User Name and Schedule Approval Reason (optional)
Walker, Lyndell A

Intro to napkin folding

4, At the final review screen, review all
the information before clicking
Confirm. Once the SF-182 has been
approved, the Status will change to
Approved

The AglLearn System will automatically

approve Steps 2-4 auto approvers.

Pending Reviews and Approvals @ Help
Approve or Deny — Approval Reasons — Confirm

=
Approve:
User Name Tice rice
Walker, Lyndell A Intro %o napkin folding 1003

(This could take 15min to an hour) Step

5 and Step 6 approvers should log in as

Learners and follow steps 1-4 to
approve the SF-182



Records per Page 10 ™ {10 total records)

Request Pending
1D Title Statos i I Actjons Action

Intro Into Mapking Folding Approved Mone Wiew Reguest
Withdraw Reguest

Edit 5F-182 Reguest

89093 Microsoft Excel Basics Cemied Hone Wiew Reguest

T2697 Training on SF-182 Process Denied Mone Wiew Reguest

&9518 Fundamentals Of Writing Completed and Mone View Reguest
Verified Edit SF- 162 Request

Edit Werification
“Wiew Hisbory
G6582 Developing Procedures, Policies Verified Mone Wiew Reguest
and Documentation Edit SF-182 Reguest

Edit Werification



Preparing the SF-182 for Credit Card Payment

This job aid provides instructions when paying for Commercial (Off-the-Shelf) training by credit card.
The purchase card is the preferred method to pay for training under the $2,500 micro-purchase
threshold. Training over $2,500 must be paid using an accounting code (shorthand code).

If the training vendor does not accept payment by purchase card, forward the SF-182 to the
approprlate payment office listed on page of the foIIowmg mstructlons

Activity
Log into AglLearn as an administrator -
www.aglearn.usda.gov. PT— T e T e e

Search  AddNew | Hep

Jot search Saved searches &
From the administrator interface, o =

select the User Management menu. st [

From the left menu, the Users menu is —— B

highlighted. — -

Role I0: Starts With ~

User Status: @ Active © NotActve © Botn

2. From the Users search screen, enter

. o Users Sench sicton b
and/or select the basic search criteria as e
Job Positions. Search Saved Searches &
appropriate. l.e. Last name, first name. oty
L s Enter a value for each field that you want to use to fier your search. Some fields allow you jo.selec} from g list of
i values. You can also add or remove search criteria to further refine your search H
H " ”
Click “Search”. Coesemsteseorct O ves @ 1o
User ID: Starts With w
Last Name: Starts With w  walker
First Name: Starts With w iyn
Middle Initial: Starts With ~

3. The search results appear at the bottom ‘ ————

User ID N\ User Name o Domain 1D Email Address Supervisor  Notify

Of the screen. CIICk the pencil icon leusazn @ﬂker, Lyndell A ‘ARS-HQ ‘Lyndell.waLker@ars.usda.guv |HF025577 | [&]
(edit) to access the SF-182.

Select Al / Desslect A1

Send Notification

4. The summary page appears as default.

aglearn
Home Performance  Leaming  Commerce  Content  Reports  System Admin

Click SF-182 Requests tab. ysers e e

search > Search Resuls > Edit Summary

Lwozezte
: Walker, Lyndel A

Surveys Skils In

T || LETDDID || Feizrr
Plannin e Positions Review SF-182 Requests

Account Code | Catalog Preview | Preferences | ApprovalRoe Approvals

or

CptyProfies | Competencies | Registration Requests Ontine status | Assessments

IR oo | cotomriass | Loungan | comtes ok | corr

Edit the User Information

= Required Fiecs 2oy Cranges | | Reset | Reset User Pin | Copy.. || Deete
~ Security

user 102 Lwosszze

Related Admin: Lwosszres

Active 2

* Domain: Q arsa

* Rote: DEFAULT USER (System Defaul User Roke) +

10


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.aglearn.usda.gov/

5. Click the New Request button at the

bottom of the screen.
Submitted

far Administrative Persannel

2463 Developing and Communicating Dented Mone
Leadership Competencies

Records per Page 'U T (10 totsl records)

6. The SF-182 form opens.

Fill out the SF-182 request form. = 7_

sk to 57152 Ragunits

Mew SF-182 Request

Note: For instructions on how to

complete all or some of the fields on the : o
SF-182, please refer to the instructions =
listed at: T -
http://www.afm.ars.usda.gov/forms/E i | —
MPDEV/SF182-Instructions.PDF i =

| R

B.1a. Name and Mailing Address of Training Yendor

= o R Name " other Iroter, pleasespeciy [ ]

- Street Address - ity - State / Frovince  Postal Code © Country

B. b, Location of Training site.

[1 11 same, mark box.

Street Address City State / Province Postal Code Country

B.1c. Vendor Email Address B.1d. Vendor Telephone Number

= B.2a. Course Title B.2b. Course Number Code © B.3. Training Start Date (17 000w v v ) = B.4. Training End Date (00 000w 77 )

O E—  E— | —

* B.5. Training Duty Hours = B.6. Training Hon-Duty Hours * B.7. Training Purpose Type

 E— — Pleass Select One — -

* B.9. Training Sub Type Code B.10. Training Delivery Type Code * B.11. Training Designation Type Code B.12. Training Credit * B.13. Training Credit Tvpe Code

~ Pleass Select One — - ~ Please Select One —_+ " Flease Select One — = [— ~Please Select One — =

* B.14. Training Accreditation Indicator | * B.15. Continued Service Agreement Required Indicator | B.16. Continued Service Agreement Required Expiration Date | B.17. Training Source Type Code

T ves F o T ves  No & A i ] — Please Select One — -

B.18. Training Objectives B.19. Agency Use Only

SECTION C: COSTS AND BILLING INFORMATION

11


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

SECTION C: COSTS AND BILLING INFORMATION
C.2. Indirect Cost and appropriation/fund chargeable

C.1. Direct Cost and appropriation/fund chargeable

Item * Amount Appropriation Fund item * Amount Appropriation Fund
a. Tuition so.00 ] [ ] a. Travel I:l

b. Books or Materials so00 ] [ ] b. Per Diem I:l
o — wTom —1

* C.3. Total Training Hon-Government Contribution Cost C.6. Billing Instructions

C.4. Document / Purchase Order / Requisition No

C.5. 8-Digit Station Symbol

[7] ubmit Request as Approved  [] Save Data for Another Reguest | SH6Ct User eEE

7. Section C of the SF-182 is the Payment and Billing Section. It is important to place the

appropriate information in this section according to the payment method used. For Credit
Card payments:

C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Ttem * Amount Appropriation Fund Item * Amount Appropriation Fund
a. Tuition [500.0 | \ | a. Travel [@22.50 ] L1
b. Books or Materials o ] ‘ ] b. Per Diem | —
& Total & Total [22.50 ]
“ C.3. Total Training Non-Government Contribution Cost C.6. Billing Instructions
Paid by Credit Card -
|Ashley Magill
— 301-504-1476
C.4. Document / Purchase Order / Requisition No

ashley.magill@ars.usda.gov

Doc #: 003050022

C.5. 8-Digit Station Symbol

C1. Enter the amount of the training, books or materials & total.

C2. Enter the travel amount, per diem & total

C3. Leave at zero.

C4. Enter the Agency Document Tracking #. This number is used internally to track the
number of SF-182s generated in a fiscal year, and normally consist of the two digit fiscal
year, four digit mode code, and four digit sequential set of numbers.

C5. N/A for Credit Card Purchases

C6. Enter the Card Holders full name, phone number, and email address.

8' ReVleW th.e form for accuracy and CIICk D Submit Request as Approved D Save Data for Another Request SeleclLI Reset
the Submit button.

Training Approval Process (TAP)

Step 1 —the 1% line supervisor’s name should already be populated from the user’s personal
profile. Click the “show all” to show the supervisor name.

Note: If the supervisor’s name is not listed, the “Select User for Approval” link will be available

12



to search. Click the link and search for the supervisor.
Step 2-4 — Auto Approvers — No name necessary in these fields.

Note: The Aglearn system automatically moves through these steps and submits as approved.
The Step 5 approver is then notified via email to approve step 5.

Approval Submission I Help |

> Submit for Approval
The tem/request selected requires approval using the steps listed below

Any steps that do not have a user listed must have a name filled in before the reguest can be submitted

Step 1 Supervisor Level 1 (Show AllY
Step 2 Approver_1 (Show Ally

Step 3 Approver_2 (Show Al

Step 4 Approver_2 (Show A0}

Step 5 Select User for Approval

Step & Select User for Approval

Return to SF-162 Request w

10. Select the Step 5 Approver (Fund Holder) by selecting the link “Select User for Approval”.

1. The search screen will appear. Key in the Last and First name and click search. Select the
name.

2. Repeat the steps above to select the Step 6 Approver (person to review the form for
accuracy, and add accounting and billing info).

Case sensttive search: = ves @ o
User I Starts with —
Last Name: Starts With gram
First Name: Starts with ~ W |
Middle Initial Starts With ~
Role ID: Starts With ~
User Status: @ active © Not.active ) Both
Approval Process | Help |

= Search Results

Add Users to Approval Process Step

Select All ¥ Deselect All

VGOITZ65 Gramlich, Wirginia C

11 Click Submit once you have chosen Submit
the approvers.



12. Review the new SF-182 Request

A Request ID is created for the SF-182.
The title is listed, and the “Status” field
is indicated as “Submitted”.

The “Pending Approval Actions” field
identifies what step the document is at
in the approval process.

The “Action” field provides you the
various actions you can perform based
on where the document is in the
approval process.

Viewing Options:  Allrequests - Sort By RequestID =

Edit Approval
Edit Request

Records per Page 0 - {9 total records)

Request Pending Approval

Actions

Status

| i

rglearn Kaintenance Submitted Pending Step 1

84731 test Denied MNone View Reguest
64958 Adobe Flash C53: Rich Content Werified MNone View Reguest
Creation

14



Preparing and Approving the SF-182

as an Administrator

There may be occasions when an administrator will need to submit the SF-182 request as approved by
the administrator. For instance, acceptance in a class is contingent on receiving the SF-182
immediately, and receiving signatures through Aglearn is impossible. The administrator will approve
and ensure the appropriate signatures are received from the fund holder. Another instance could be

the SF-182 was submitted, however, the supervisor and/or fund holder is not available to approve

(separated, on detail, on extended leave, etc.).

Note: The “submit as approved by administrator” should not be used for all SF-182s submitted just

because an approver does not like logging into AglLearn, and

the administrator should be aware that if

audited, there should be some form of documentation of the fund-holder’s signature.

Step Activity View
Log into AglLearn as an
administrator -

www.aglearn.usda.gov.

Users
Assignment Profies
Job Positions
Organizations.
Organization Graups

From the administrator
interface, select the User
Management menu.

jons
Todis.
pa——

From the left menu, the Users
menu is highlighted.

rformance  Learning  Commerce  Content  Reports  System Admin
Users Search | AddNew | Help
arch saved searches &

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a fist of

Values. You can slso add of remove ssarch crria to furher refine your search.
Save i | Reset

case sensitive search: © ves @ Mo
User ID: Starts witn +
Last Hame: Starts With
First Name: Starts witn
Hidde Initial: Starts witn +
Role ID: Starts With
User Status: @ Active O Not Active ) Both

From the Users search screen,
enter and/or select the basic
search criteria as appropriate.
l.e. Last name, first name.

Users
sssignment Profies
Job positions
Organizations
Organization Groups
Regions

Todks

B References

Click “Search”.

Users Search | AddMew | Hep
earch Saved searches &
Enter a value for cach field that you want fo use o fter your search. Some fieds allow you Jessigt froma istof
values. You can also add or remove search erteria o furter refine your search
save As || Reset
—
Case sensitive search: © Yes @ No
UserD: Starts vitn ~
Last Name: Starts Wilh v waker
First Hame: Starts Wi v iy

Hiddle Initial:

Starts Vith v

The search results appear at
the bottom of the screen.

[
User ID

Select Al / Desslect A

User Name DomainID Email Address Supervisar  Notify

Click the pencil icon (edit) to
access the SF-182.

‘ LW038276 @a\kar, Lyndell A
|

‘ARS-HQ ‘lyndelt.waLker@ars.usda.gov ‘HFIIZSST] ‘ B

Select Al / Desslect A

Send Notification

4. The summary page appears

as default.

a Cc}learn

Click SF-182 Requests tab.

Porformance  Learning  Commerce  Content  Reports  System Admin
Users search | AdeNew | lietp
5 Searcis > Search Resulls > EGL Sunmiary

UseriD:  Lwodg2re
Waker, Lyl A

“Gptions’

Fertarmdflcs
Revi

Approval Rel

SF-137 Requests

{___rprovals_+
Assessments

Ontine Status

Cdit the User Information

Learning Fian

Completea work | curricua

- Moquired Fictds Appiy Changes || Resst || Reset User Pin || copy... || Detete

— securiy
tser 0 1wosseTE
1WA

=]
Q. arso

Relatad Admin:

DEFAULT USER (System Defaul User Rule) =
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6.

Click the New Request button at
the bottom of the screen.

The SF-182 form opens.

21669 Human Resaurces Management
for Administrative Pers

Dented

Appraved Hane

Fill out the SF-182 request form.
Note: For instructions on how to
complete all or some of the fields
on the SF-182, please refer to the
instructions listed at:
http://www.afm.ars.usda.gov/form
s/EMPDEV/SF182-Instructions.PDF
[ [ ‘\ [
[
- -
[ J -

BL 10, Traim

TNE Delivery Type Code

SBLT. Training Designation Ty

Tco ARreoment Reauired Expiration Date

D19, AREnCY Use Onty

SECTION C: COSTS AND

BILLING INFORMATION

C.1. Direct Cost and appropriation/fund chargeable

C.2. Indirect Cost and appropriation/fund chargeable

Item = Amount Appropriation Fund item * Amount Appropriation Fund
 Toton T a— | | T —
b. Books or Materials sjo.00 ] [ ] b. Per Diem |:|

o FR—

c. Total

* C.3. Total Training Hon-Government Contribution Cost

C.6. Billing Instructions

C.4. Document / Purchase Order / Requisition No

C.5. 8-Digit Station Symbol

[C] submit Request as Approved ] Save Data for Another Request | Seiect User L

43496 M Accens Varification Mone e

5.
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7. Complete Section C as
appropriate based on the o m———— e mm——_—

. Them * Amount ‘Appropriation Fund Tem  Amount Appropriation Fund
method of payment being , -

. = Toson =Tl B
used. (See previous S— — Srerom = —
instructions for submitting = — v —

using accounting code or . e T o Covermment ot €
credit card) -]

At the bottom of the SF- :
182 form, place a check o
mark inside the box
labeled Submit Request as
Approved, and click submit

8. Check the user SF-182

Request to see if the new
request appears

agjeorn+. User Role = Quick Links:
tome R Y Performance  Leamning  Commerce  Content  Reports

~ | Preferences | Help | 48 Check System | Sign Out

System Admin
Surveys Skills Inventory >x[)a;tc|:;cs
Users

Organization Organizatien Succession Aternate Job Performance SF-182
Assignment Profiles Dashboard Initiatives Planning Positions Review Requests
3 tions [

Commerce Account Code | Catalog Preview |  Preferences Approval Role Approvals
Cpty Profies Competencies Registration Requests Online Status Assessments ]

Summary Phone Numbers | Custom Fields Learning Plan | Completed Work Curricula ]
Edit the SF-182 for the User

Viewing Options: Al requests. -~ SortBy:  RequestD =

Racoraz per Page 10 T Page: | 2 Pravieu next (12 el recarcs) Page 1 o2 [

Request Pending Approval
D Title Status Actions. Action

ntro to Production Approved None  veewmsmem———

—
Witharaw Request >

Ediit SF- 182 Request.
quest.

Intro to napkin folding Approved

Testing Save By Another Denied
User

test Withdrawn
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SF-182-Transfer to Another Employee

There may be times when an SF-182 has been approved and paid for and the agency cannot be reimbursed
for the funds. In cases like this, the AglLearn system has the ability to transfer an SF-182 request to another

employee. Some examples are: assigned a new project that must get done, scheduled employee separated

from agency, on a detail, or out on extended leave.

Step Activity View

1 Log in to AglLearn as an
administrator —
www.aglearn.usda.gov .
Click on User Management

Users Users

tab in the blue. Click on the resrgment i
Users on the gray (left) side i e e @

Performance Learning Commerce Content Reports System Admin

Search  Add Mew Help

f t h Enter a value for each field that you want to use to fitter your search. Some fields allow you to select from a list of
0 e Scree n Regions ‘values. Y'ou can also add or remove search criteria to further refine your search.

Tools Save s | Reset

References

Case sensitive search: @ Yes @ No
User ID: Starts With
Last Name: Starts With
First Name: Starts With
Middle Initial: Starts With
Role ID: Starts With
User Status: @ Active © NotActive ) Both

2 Enter the employee’s name. - Users Search | At ew | Hetp
Click Search. Scroll to the osignnent Profies o
. Job Positions. search Saved Searches
bottom of the page. Click organzations

Organization Groups

0 n the PenCI I ICO n . Regions. values. You can also add or remove search criteria to further refine your search.
s As Reset

References

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of

Case sensitive search: © Yes @ No
User ID: Starts With +
Last Hame: Starts With = walker
First Hame: Starts With ~ yn
Select Al [ Deselact A
L
User ID User Name & Domain ID  Email Address Supervisor  Motify

LW038276 Q Ei | Walker, Lyndell A | ARS-HQ | lyndell.walker@ars.usda.gov | HFO026577 | [}
L
Select All / Desslect AL

Send Notification
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ag!eorrnt

The summary page of the
employee will appear. Next,
click on the SF-182 Requests
tab.

itions

Organizations
Organization Groups

4.

Click Transfer Request on
the right side of the chosen

SF-182

c.g_lec:rn +

Home r Manag:

Users

Assignment Profiles
Positions

Organizations

Organization Groups

Performance  Learning = Commerce  Content  Reports  System Admin
Users Search | Ada New | Help
= Search = Search Results > EGit Summary
UserID:  Lw038276
Name:  Walker, Lyndell A
smme || sromem stzncas
Organization Organization Succession Aternate Job Performance
Initiatives Planning Positions S 182 Requests
Commerce Account Code | Catalog Preview |  Preferences Approval Role Approvals ]
[ Ss | e || e || e | enomes || e |
Summary Phone Numbers | CustomFields | Learning Plan | Completed Work curricua |

Edit the User Information

* = Required Fields

sciiy Changes || Resat || Raset tser pin || Gapy— | [Betate

— Security

User ID: Lwo3s276

Related Admin: LW038276a

Active &~

* Domain: Q. ars-Ha

* Role: DEFAULT USER (System Default User Role) ~

User Role > Quick Links:
Performance  Learning  Commerce  Content  Reports  System Admin
Standaro
| Surveys Skils Inventory Sptions
Organization Organization Succession Aternate Job Performance
Dashboard Initiatives Planning Pasitions
[ Commerce Account Code | Catalog Preview Preferences Approval Rale Approvals
[ Cpty Profiles Competencies Registration Requests Online Status Assessments w
[ Summary Phone Numbers |  Custom Fields Learning Plan | Completed Work Curricula 1
Edit the SF-182 for the User
Viewing Options: All requests - SortBy:  RequestiD ~
Records per Page 10 T Page: 1 1 «Provicus Mexrs (13 totsl records) Page 1 nfz,H
Request Pending Approval
(] Title Status Actions Action
96996 Intro to Production Approved Mone Wiew Request

Withdraw Request

Edit SF-182 Request

Intro to napkin folding Approved

Withdraw Reguest
Edit SF-182 Regquest

Testing Save By
User

84552 test Withdrawn Wiew Reguest

Enter the employee’s name.
Click Search

c..(cjleﬂrn t

Performance Learning Commerce Content Reports System Admin
o S
(..

Search Users.

Enter a value for each field that you want ta use to fiter your search, Some fieids allow you ta select from
values, You can also add of remove search criteria to further refine your search

Case sensitive search: ) ves @

user 10 Starts With =

Last Name: Starts with =

First Hame: Starts With

Middle Initial: Starts With =

Role 1D: Starts With +

User Status: @ Active © Notactive © Both

Damains: Starts Wit - v
Supervisors: Starts With = b g

Organizational Unit: Starts With =

Employee Number: Starts With

Org Unit 1D Starts With =

Adarmemave Criteria © search || Raset |
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6. Click the Select button
aélecrm

Home User Management Performance Learning Commerce Content Reports System Admin

Users User Help
Assignment Profiles
Job Positit = Search Results

Select User to Transfer Request

User ID User Name xelec[

AMO3T6BS Magill, Ashley B Select

7. The SF-182 is transferred to the
employee. To see the
docu ment’ C“Ck the Home NIRRT Dorformance  Learning  Commerce  Content  Reports  System Admin
“SF-182 Request” tab in the wen Ysers e pten e
employee’s record.

agleorm

» Search = Search Results = Edit SF-182

UserID:  AMO37689
Mame:  Wagil, Ashiey B

Standard
Surveys Skils Inventory e
Organization | Organization Succession | Aternatedob | Performan
Dashboard Initiatives Planning Pasitions Review
[ Commerce Account Code CataIDgPreviewl Preferences | Approval Role Brav
[ Cpty Profiies I Competencies T Registration l Requests I Oniine Status T Assessments }
[ Summary I PmneNumbersI Custom Fields ] Learning Plan IComp.:tederkI Curricua }
Edit the $F-182 for the User
Viewing Options: Al requests - SortBy:  RequestD =

Records per Page 10 ™ (10 total records)

Request Pending
D Title Stz Aoorgval Actions  Action
intro to napkin folding Approved None View e

Withdraw Request
Edit SF-182 Request
hi?

89093 Microsoft Excel Basics Denied None View Request

72697 Training on SF-182 Process Denied None View Request

69518 Fundamentals Of Writing Completed and None View Request
Verified Edit SF-182 Reguest

Edit Verification

View History
66582 Developing Procedures, Policies  Verified None View Request
and Documentation Edit SF-152 Request

Edit Verification
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AglLearn Electronic SF-182 — Verifier Role
Learner and Administrator

At the completion of a training event, you must verify your attendance and completion of all training
sessions. This verification also allows you to update the SF-182 with new or changed information such
as dates and tuition cost. After the employee has verified the training, the 1* line supervisor must
also verify completion of all training sessions before it is added to the employee’s Learning History.

This job aid will show administrators the steps an employee and supervisor will take to verify training,
and provide steps the administrator can take to assist in the verification process.

Step  Activity View
Go to www.aglearn.usda.gov.
Login as a Learner

bilty | AboutAglearn | Help | ContactUs

Welcome to AgLearn'

Add to your knowledge with new and exciting

2 To verify training, go to the R S —
Easy Links section, and click L e e
SF-182 Req uests, Requests Viewing Options: Al requests -

| 96996 Intro to Production Approved Pending Verification Capy Request
The Request, Authorization, o2 Inro o napkinfolding soprovea Pending Vrifcotion poap—
Agree m e nts & Ce rtifi Catio n 89696 Testing Save By Another User Denied None [a:’;:::l‘e;l
Of Training screen will appear. - - o . o et
Note: To view the actual
Re q u est' C I i C k th e bl ue 72638 SF-182 Training Verification Denied None Ecpi:::;lesl
Request ID link. (Optional)
7269 Approval Process of SF-182 Verified None Copy Request
64989 Test Denied None Copy Request
Select the SF-182 you need — _—
tO Ver'fy by C||Ck|ng the blue Recorcs per Page 10 7 pager 1|2 <Frevious Nexbs (12 torst records)
verify button.
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3. Complete the verification form.

Request, izati & Certification of Training @ nelp
vermen

I P ———

Note: If there are changes to the
dates and cost, please update oo
before clicking the submit " s

button

V. hehual Course Dates (11750

VA Actusl Courss Hours VS, heademic Soore

. @ —
o @

VE A1 sessions wers atiended

& e VT CommentsExpanation

V. Dirsel CoRt a0 SRBTOprabEnTUNa cnargsans. 3. INGArSct Cost 2nd SRRIORMEBONTUNG Chargeatis

e - I s B Et S v B —
o S o e ]

= V10 Totsi Training Non-Governmant Contribution Cast

sk ]

Once verification is complete, S

click the blue submit button -

at the top of the screen.

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

V.1, Course was completed

& ves V.2, Comments/Explanation

< o ‘ ‘

The Approval Submission screen
will appear.

(Optional) Click the (Show All)
link to show the supervisor’s
name that will approve the
verification.

Click the Submit button.

Approval Submission

Submit for Approval
+ Back

@ Help

The itemirequest selected requires approval using the steps listed below.

Any steps that do not have a user listed must have a name filled in before the request can be submitted

Approval Step
Step 1

Approvers

Supervisor Level 1 {Show All
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6.

To view the verification status,
Click on the Request ID

Request, A ization, Ag

& Certifi of Training @ Hebp

Below is a listof all of your SF-182 Request. Click the Request D for more informatian about the request Click Copy Request or Witharaw Request button and dlick Go to
Copy or Withdraw from an SF-182 Request Click the New Request button to initiate 3 new request

SF-182 Requests Viewing Options: Al requests -
Tequest D Title Trts PEnding Approval ACions Action
999, Intra to Production Verification Submitted Pending Step 1 Copy Request

Withdraw Request

96982

89696

84552

79464

79460

72698

726%

64989

63974

Intro to napkin folding

Testing Save By Another User

test

13

Creating a SharePoint Site

SF-182 Training

Approval Process of SF-162

Test

1234

Approved Pending Verification
Denied None
Withdrawn None
Denied None
Denied Nane
Verification Denied None
Verified HNone
Denied None
Withdrawn Nane

Records per Page 10 ¥ Paga: 12

ous

Copy Request
Copy Request
Resubmit
Copy Request
Copy Request
Resubmit
Copy Request
Resubmit
Copy Reguest
Verify
Resubmit
Copy Request
Copy Request
Resubmit
Copy Request
Nexts ] (13 ota recorcs)

New Request

Click the next to
“View Actual Verification”. Wait
a few seconds and the verification
page will appear.

External Learning Request Details

— Back

Training Request ID: 969%6

Course Title: Intro to Production

Vendor Mame: USDA Professional Development Center
Training Start Date: 12/14/2010 America/New York
Training End Date: 12/16/2010 America/New York

Request Status: Yerification Submitted

External Learning Request Details
View Actual Request

View Actual Verification

& Help

The verification page will appear.
Scroll to the bottom of the form;
click the (Show Details) link to
see the name of the approver.

V.8. Direct Cost and appropriation/fund chargeable

= Amount Appropriation Fund

V.9. Indirect Cost and appropriation/fund chargeable

= Amount Appropriation Fund

Step 1

a. Tuition 0.00 a. Travel 0.00
b. Books or Materials 0.00 b. Per Diem 0.00
<. Total 0.00 . Total 0.00
* W.10. Total Training Non-Government Contribution Cost
0.00
verifiea? Verification Step Date Completed Verified By Verifiers Comments

Supervisor Level 1 (Show Details)
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9. The name of the approver will
appear to the right to show who
needs to verify the request next
and a status of the verification
step will appear to the left.

Click the back button to return
to the previous page.

VB Direct Cont and appropriationiund chargeabie V8. ndirect Cont and appropriationfund chargeabie
- Amount Appropriation Fund - Amount Appropriation Fund

a. Tuition 0.00 a. Travel 0.00

b. Books or Materials 0.00 b. Per Diem 0.00

e Total 0.00 e Total 0.00

V.10, Total Training Hon-Government Contribution Cost

.00

Vertoa? Verification Stop Date Completed Verifiod By Verifiors Commen ™)

stop 1 | Shersl A Gibson Brooks; (Closs

10. You will receive an email
notification explaining that your
record of completion is
contingent on your supervisor
verifying your attendance in the
training event.

Check your learning history to
ensure your records are updated.
If necessary, remind your
supervisor to update the
verification approval process.

t ® Confirmation of request submission for course Ethics... L@@
)i Blle Edit View [rsert Fgrmat Jools Actions Help

; 4R TR AT Jeae o ar-y |

From: aglearnsystemiasds.gov Serk:  Fri9J7/2007 12:32 PM
To: Brooks, Shored
<

Subject: Corfirmation of reguest submission for courss Etics

k}xbson Brooks Sherell (56G030376)

Thia note 13 To confirm that you have requesced to enroll in the following activicy:
External Verification Request: Ethics

Start Dave/Tim=: 7/25/2006

End Dace/Time: 7/25/2006

The reguestor's compents:

Please note that this Activity must be approved at the f2ollowing steps before access

Lo the activity is allowed. If you have any questions about the approval process,
please contact your learning coordinacor.

Step | approval.
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Steps as an Administrators

1 Go to www.aglearn.usda.gov.
Log in as an Administrator.

ssibility | AboutAglearn | Help | Contac

w learn Indivicul Dovelopment Pan

Couse btoractions

Performance  Learning  Commerce  Content  Reports  System Admin

To verify training, search for a
user, and click on SF-182
Requests.

96867 Adobe Advance Learning Completed and  None Wiew Request
Verified Edit SF-182 Request.

89690 Aglearn Maintenance Submitted Pending Step 5

84731 test Denied None
64958 Adobe Flash €S3: Rich Content Verified None
G
Select the SF-182 you need to
. . . . 64956 ‘Adobe Dreamweaver C54: Verification None
verify by clicking the blue verify PR — o
b Utto n . 45761 1234 Completed and None
Verified
45754 Intro to Access Verification Pending Step 1 ecit Approvat
Submitted
43496 Microsoft Access 2003: Verification None
Introduc tion Denied
21669 Human Resources Management Approved None

for Administrative Personnel

2463 Developing and Communicating  Denied None View Request
Leadership Competencies

3. Complete the verification form.
Proceed to either Step 4 or Step e
5 :

T

V.. Comomenta/Explanaton

Note: If there are changes to the [ = S
dates and cost, please update . " ot —
before clicking the submit button | B

=
. [ETS——
M
- R— B— ——
s — o Tt B —
b.Books or Haterials ofE b b e JEE
o B - ]

A ol Trammng Hom-Gavernment Con

i
i
1
H

o
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4, Check the Submit Request as
Approved option to bypass the
approver and click the Submit
button.

5. At the Approval Submission
screen, click on the Approvers
name to display it and click
Submit

6. You will then be taken back to
SF-182 request, and the verified
SF-182 will appear.

|:| Submit Request as Approved W W

Approval Submission Help
» Submit for Approval

The item/request selected requires approval using the steps listed below.

Any steps that do not have a user listed must have a name filed in before the request can be submitted
Approval Step Approvers

Step 1 Casandra V Butler; (Close View)
Return to SF-182 Request I

Edit the 5F-182 for the User

Viewing Options:  Allrequests - Sort By: RequestD «
Records per Page 10 ™ Pager | 2 «Previous Nexee (13 total records) Page 1 of 2. E
Request Pending Appraval
] Title Status Actions Action
96996 Intro to Production Completed and Mone View Request
Verified Edit SF-162 Request

Edit Verification

View History

96982 Intro to napkin folding  Verification Pending Step 1 Edit Approval
Submitted Edit Verification
B96%6 Testing Save By Denied Mone
Another User
84552 test Withdrawn Hone
79464 123 Denied None
79460 Creating a SharePoint Denied Mone
Site
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Withdraw or Delete an SF-182 request

At times a user or administrator may need to withdraw or cancel an SF-182. This job aid will go

through the steps to withdraw the document. If the SF-182 must be deleted from the system, this is
done via an email request. Instructions on how to complete both are listed below.

Step  Activity View

Go to www.aglearn.usda.gov.
Log in under the Administrator
Login

508 Accessibility | AboutAglearn | Help | Contact Us

{';,¢¢l‘io
BAhbbaby

SARA bR e bbb

. .. Viewing Options: Al reguests Sort By: RequestiD -
2 To withdraw a training, search
for a user, and click on SF-182 Records per Page 10 ™ (10 sora records)
Pending
Request Approval
RequeSts' 1D Title Status Actions Action
96867 Adobe Advance Learning Completed and Mone View Request
Verified Edit SF-182 Request
Select the SF-182 you need Eait Verificaton
. . Wiew History
to remove by C||Ck|ng the 89650 Aglearn Maintenance Submitted Pending Step 5 edit approval
H Edit Reques
blue withdraw request button. i Rt
Withdras =
84731 test Denied None View Reguest
64358 Adobe Flash C53: Rich Content Verified MNone
Creation
64356 Adobe Dreamweaver (54 Verification None Wiew Request
‘Website Development Denied Edit SF-182 Request
Transfer Request
Verify

3. Once you click the withdraw -
request button, you will LEEEREIA T A e
receive the following pop-up
“Do you really want to [
withdraw this request?” s

j] Do you really want to withdraw this request?

Select OK [ oK ] ’

Cancel
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4. The SF'182 haS now been Records per Paze 10 (10 toeal records)

withdrawn. Request Appro

ID Title Status Actions Action

96867 Adobe Advance Learning Completed and Mone Wiew Request

Verified Edit SF-182 Request
Note: Although the document has
been withdrawn, it still remains in | : : e |
) 89690 Aglearn Maintenance Withdrawn Mone Wiew Reguest

the system, but as withdrawn T Donied Home e

64958 Adobe Flash CS3: Rich Content Verified Mone Vi

Creation Edit SF-18:

Edit Verification

5. Deleting an SF-182 from the
Aglearn system is something that
must be done from the back-end
of the system. Therefore, if an SF-
182 is created and fully approved,
and the document requires
deletion, please send an email to
Lyndell.walker@ars.usda.gov

Note: To remove the SF-182,
include in the email the user first
and last name, user ID, SF-182
number as well as title.
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Running An External Data Report

The external request data report will provide user, request, vendor and financial data external requests for a
selected time period. You can filter the data by fields such as domain, user status and item needs. Report data

can be viewed in HTML or PDF format or can be downloaded to CSV format for further analysis in other
program such as Excel. This procedure below illustrates how to report external request data for a specific

month.
Step Activity
1. Click the Reports tab

View

Cbfects report returns metaata about exans

e ke sk Uik

The Corvicun Diata Report returns curriua attributes, inckafing the subeurricad i the

The Dacument Data epart returms Sacunant BERTBURES, INCIUSING FEVEASN, SULRCH, 3 .

clading 15 bjectives and auestions,

2 In the search, type Data and jlearn
click Submit Wome  User Mansgement  Potormurce Loarivg Commorce  Content [N Sy Adein
Note*: There are 3 external s o
data request reports.

3.

Click External Request jlearn

Data.

Home

Run External Request Data

Report Title:
Report Header:
Report Footer:
Report Destination:

Report Format:

Case sensitive search:
User:

Start Date between: o
(MM/DD/YYYY)

and: o
(MM/DD/YYYY)

set Adobie
Roader

=

User Management

External Request Data

Performance  Learning  Commerce  Content [IITEEE
Browse | Hew
Extornal Roauest Daf
Browser s
WML~
(%] Mask User 10w
® ves © No
Exact ~ v

(%] Include Personal Data
[¥] incluse Vendor Data

[¥] Include Financial Data

Run Report | | Schedute Job | | save Report

Resot
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4. In Report Destination and Report -
Format, click the drop down arrow to Report Destination: r x
choose the different forms. Repart Farmat:

Report Format: m
Note*: Report Destination has 2 HTHL
choices, Browser or Local File. Report

Format has 2 choices, HTML or PDF

5 Click the Green Filter
icon next to the User Case somsitive soarch: © ver O o
section to do a search ' )

User: Exact = @
for a User

Start Date between: E}
(MM DD YY)

and: mj

(MM DD

Mask User IDs

Include Personal Data

Include Wendor Data

Include Financial Data

6. Do a search for the jlearn
. . . Home  User Management  Performance  Learning  Commerce  Content [itEl Svstem Admin
user by typing in first
and last name. Then

click Search ORI e

e Users Filter

love, The search is case sensitive by defaull, ¥ou can chooss
& aware of cass iInsenaitive ssarch could take lona time.

Usersi A
Saarch user
Submit Criteria || Reset
Case sensitive searcni © vas @ No
User D1 Starts with =
Last Name: Starts With - | [waiker
First Namet Starts with - |
midale Initial: Starts With -
Rote 101 Starts with -
User status: @ Active © Mot Act Bot
Domains: Starts With - -
Email Address: Starts with -
Orgamzational Unit: Starts With =
Fmplayes Humber: Starts with -
Org Unit 1D Starts With -

Addmemove criteria © Subamit Eritaria | | fesat

7. Place a check mark in the [ crente s R

Select Box and CIiCk Select Users from list
Submit Selection << Search Again
Reset
b
User ID User Name
LW038276 Walker, Lyndell A

Select AN f Desslect AL

Submit Selection | Reset
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8. Click Submit Filter

9. Click the Calendar icon, if
certain specific dates are
needed. If an entire
history is needed, keep
the calendar date section
blank.

10. Click Run Report. This is
the report as it is
displayed in the browser.

RUN Report » by User
Craate Fiter
View Users Results

Thi

sereen allows you to
bmit Fiter” buttan will s

users:

user 1D

LW038276

Report Format:

User:

Start Date between:
(MM/DDIYYYY)

and:
(MM/DDIYYYY)

GG |ean External Request Data
oy

Usee Hame Walke, Lymdel &
Saclal Socurity Numbar

Case sensitive search:

External Request Data Browse Help

view and edit the items you have selected. You can also Add add
bmit your selected ftems (o the previous search, The fiter IBs are

nal IDs to your list. The
e sensiive

Add

ove Checked IDs | | Reset

Setect AR ¢ Desetoct AR
User Mame Remove
Walker, Lyndell A (1]

Setect AR / Desetect AR

Submit Filter | Remove Checked 1Ds | | Reset

/& httpsi/faglearn.usdag... (E=ul=h i
Select Date
January 2011

Mask User Ds

ves © No
[1 Selected] ¥ 7 January

@ <0114 |print]| | Today| Lb[1>]
|

Mon Tue Wed Thu Fri Sat

Include Personal Data
Include Vendor Data

Include Financial Data

Run Report | Schedule Job  SaveReport Resst

Fun Report

User D
Date of Binh

Request Details

Vendar Hame : Caner Counsa Tite : Captte Training - Captiate 3 Fundamertals
Course Cbjectives : Thisccurss o bageving and temodate Captale usors  StartDate : WB705 16 00 AM AmencaMlew Yok
P E T pr———————
simutions
G008 .30 P desricalow Vork Tesiniag Purpose Ul Mantain Presen Perfamance
Traning Searce 04 Goemment SiaaLoca Training Type :
Training Substype 105 Traring Program - Human Resoutces Trsining Delivery G Technology Based
Training Designation : 05 Hat Agskatie Tevinimg Credit Type : DLt Apphcatie
Tralning Accrediation Required Indicator to Continued Service Agreement Required Indicaor A
Continged Service Agreement Reuired Indicator Expiation
Date
Fersona
Posion Level Norsupessary Offce Phne. 015041356
Ermail Address LYNDELL Wl KERGARS USDA Foitar
Handicappsd of Disabled Ho Disabily Daseription :
PayPlan ; cs s 29
Grade : “ Stzp: 1
Type of Appoiaiment o Education Lovel n
Vendor
Maifng Aderes - Stoat 1400 160 Stcet Y Leved B Treining Site Address - Stroat 1400 16 Steet, 1Y Ll B-1
Mailing Address .Cie : Wisshingien Traiving Ste Address . Ciy Wastinglan
Mailing Adoess. StseiProince oc Training Sits Addrss. StaefProvince : o
Mailing Address - Postal Code : 0% Training Site Address -Posial Coe : 203
Mailing Addiess - County us Trsining Site Address - Coundry -
Email Address -
Financha
Direct Cost Tulon Amount 0 Divect Cost Tuldon Fund
Divect Cost BooksiMaterins Amoant [ Direct Cost Booksibaterials Fund *
Divect Cost Tots! 750 ndiect Cost Travel Amount 00
ndiact Gost Travel Fund it Cost Por Diom Amosnt 00
Indirect Cast Per Dism Fumd : Indieci Cost Tolal ; 00 -
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Running An External Tuition Report

The external request tuition report will report for a selected time period. You can filter the data by fields
such as domain, request status and vendor and can group and sort the data by fields such as schedule block,

user, tuition, and vendor name. Report data can be viewed in HTML or PDF format or can be downloaded to
CSV format for further analysis in other programs such as Excel. The procedure below illustrates how to
identify all approved tuition requests that were approved during the first quarter of FY2010

Step Activity View

1. Click the Reports menu

2 In the search, type Tuition earn B s
and click Submit

Note*: There are 3 external
data request reports

<1
i
i

3. Click the + sign next to jlearn e
External Request Tuition.
Select External Request
Tuition by User

e Tution reportreturns the s of externsl requests for tuftcn by user.

e ________________________________________________________________]
4, Fill in the necessary data to Jearn
run the report Homa | User ianagemens | Borformance | Loarning | Commerce

External Request Tuition By User

Run External Request Tuition By User

Report Destination: Browser =

Report Format; HTML -

H
m
1
E

Start Data @9 Tuition

Run Report || Schedue Job || Save Report || Reset
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5

6.

7.

In Report Destination and Report
Format, click the drop down arrow
to choose the different forms.

Note*: Report Destination has 2
choices, Browser or Local File.
Report Format has 2 choices, HTML
or PDF

Click the Green Filter icon next to the
User section to do a search for a User

Click the filter icon next to SF-182
Status. From here, select the
statuses that the report to run

Report Destination:

Browser

Browser

Report Format:

Report Format:

Local File

HTML

HTML

Mask User Ds

User: Exact «
SF-182 Status: Exact w
Vendor:

Course Title:

Funds/Chargecode:

Tuition Greater Than:
(1000,001.01)

Start Date between: m
(MMSDDSYYYY)

and: m
(MMSDDSYYYY)
Sort By:

© Vendor Name

External Request Tuition By User

= Run Report > by $F-182 Status

View Filter

Select SF-182 Status from list

Records per Fage AL~ (11 total records)
ID

Approved

Completed and Verified
Denied

Expired

Submitted

Verification Denied
Verification Submitted
Verification Withdrawn
Verified

Verified as not completed

Withdrawn

Records per Page AL~ (i1 total records)

@ course Title )

(v

Fund/Chargecode () User ()

Start Date () Tuition

Run Report | Schedule Job | Save Report
Browse = Help
Submit Selection || Reset

Description
Approved

Completed and Verified
Denied

Expired

Submitted

Verification Denied
Verification Submitted
Verification Withdrawn
Verified

Verified as not completed

Withdrawn

0:EEAE:EEEE:EEE

Select AN F Desslect A1

Submit Selection

Reset

Resst



8. Click Submit filter e e

View SF-182 Status Results

This screen allows you to view and edit the items you have selected. You can also Add additional IDs to your list The
“Subrmit Fiker” button wil submit your selected items to the previous search. The fiter Ds are case sensitive.

—

Records per Page 10 7 Page:1 2 <Previeus Mexts (11 total records) Page | of 2. [
SR

Approved Approved B
Completed and Verified Completed and Verified
Denied Denied
Expired Expired
Submitted Submitted

Verification Denied Verification Denied

Verification Submittsd Verification Submitted
Verification Withdrawn Verification Withdrawn

Verified Verified

0@ooooooo

Verified as not completed Verified as not completed

|

Select A8 ¢ Desstect AR

Recordsper Fage 'O ¥ Page: 1 2 «Previous Nerts (11 total records) Pag= 1
Submit Fiter | | Remove Checked IDs | Reset

9. Click Run Report ; comtent Systm Admin

Browse Help

Home User L ing c

External Request Tuition By User
= Run Report

Run External Request Tuition By User

Report Title: External Request Tur
Report Header:
Report Footer:
Report Destination: Browser -

Report Format: HTML  ~

Mask User IDs
User: [1 Selected] W 7
[11 Selected = [

SF-182 Status:
vendor:

Course Title:
Fund/Chargecode:

Tuition Greater Than:
(1000,001.01)

Start Date between:
(M DDA YY)

and:
(M DDA YY)

Sort By: Course Title ) Fund/Chargecode ) User ) Start Date ) Tuition

endor Name

Run Report

10. A copy of the report as
displayed by the
browser.

heaute Job || Sawve Report | Reset

A
CG |earn 3 External Request Tuition By User
cr
v/
Vser
User Name : Walkes, Lyndell A UserlD : s
Request
Status Vendor Name Course Title Start Date Fund/Chargecode Tuition [§)
Denied Campbell Scientiic 1z 22472010 0300 AM Amencalew York 01213456 000
Wihdrawn 15T Class Sulutions 24 9772009 08-00 AW AmesicaNes York 30000
Veerfied GWCC ‘AglLeam Training for SF-182 /2212008 08:00 AM AmericaNem York 8010301923 100
Verfied Bruoks Insitute Approval Process of SF-182 121152009 0800 AM Americallew York %00
Verified Fag Leaf Traiming (Captivate Training - Capivaie 3 Fundamentals BI182008 0300 AM Amencalew York 5.0
Denied ITT TECH Computer 101 31972009 0300 AM Amencalew York 100
Denied Frankiin Covey (Creating a SharePairt Site 2472010 08:00 AM AmencaNem York 003050123 100
Verfication Denied AgLeam Training SF-182 Trainmg 12114/2009 08:00 AM Amencallew York 2500
Denied USDA Graduate School Test BAT/2009 018:00 AM AmericaNem York 000
Denied CarcerTrack Seminars Testing Save By Another User TIB/2010 08-00 AM AmesicaNew Yark 000
Withdrawn CareerTrack Seminars fest 42212010 1200 AM AmencaNew York 00
Total
115800 34



SF182 Instructions for Group Training

Currently, the Aglearn system is set up to submit an electronic SF182 per individual and does not
accommodate entering an SF182 for multiple individuals (groups) at one time. Until this option is
made available in AglLearn, the following procedures apply:

An SF182 can be submitted for groups using a paper SF182 through the normal paper process. The
form can be located on the OPM website at: http://www.opm.gov/forms/pdf fill/SF182.pdf. The
paper SF182 should be accurately completed and routed through the proper channels for approval.
Agency specific instructions for completing the SF182 can be located on the AFM website at:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF. Once approval is received, the
SF182 can be sent to the vendor and/or NFC for payment.

Note: An SF-182 for groups can be found in AglLearn by entering “ARS_GRP_TRAINING” in the “user ID”
field. Click search. The user “ARS_GRP_TRAINING” appears. Enter the record to submit an SF-182 for a
group. This form is only used to complete the request and send to the vendor. No true name is
attached to it. Please follow the instructions below to submit an SF-182 for each individual to cover
the cost of the training and credit the learning history.

Approvals: Ensure appropriate supervisory approvals are received when coordinating group training
events, since one document is used for multiple users, sometimes from multiple offices.

Payment: Payment can be made using an accounting code for dollar amounts up to the $100,000
threshold and/or by credit card for payments $2500 or less.

Recording: Individual SF182's must be recorded in AglLearn with the appropriate costs for each
attendee for tracking and recording purposes.

Program Coordinator/Training Designee Responsibilities:

e Itis your responsibility to ensure the submission process is carried through to the finish.

e Individual SF182s must be recorded in AglLearn for those attending the training session(s) —
these SF182s do not get sent to the vendor or NFC, but are recorded in AglLearn to report cost
to OPM — www.aglearn.usda.gov.

e If Training Designees within the agency are responsible for submitting an individual SF182:

e Provide a list of attendees along with instructions on how to submit.
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e Provide the title of the course as it appears on the original SF182.

e Provide actual dates of course (some instances the dates may vary)

e Individual breakdown of cost per participant — Be sure to divide cost based on the
number of participants that actually attended divided by the total cost of the training

Instructions for Creating Individual SF182s in AgLearn

7.
8.
9.

Section B.2a. - Correct title of course -be consistent w/what was entered on original SF182.
Section B.3. & B.4. - Dates of training - use actual dates of training — E.g. original SF182 paid
for three sessions of 25 attendees, training dates were October 8, 15, & 22™.

Section C.1. - Cost breakdown should be based on the actual number of attendees - E.g. if
course was $25,000 and there were 50 participants, cost per person is $500.

Section C.2. - Travel cost - provide individual travel cost, as appropriate. Estimates are
accepted.

If prior approval is not needed or already received, before clicking submit, select the “submit
as approved” check box — this allows the admin to approve the form and by pass the approval
process.

Select the “save data for another user” check box — this allows the admin to save the data
already completed on the form for other attendees — note: be sure to change personal data
for each attendee.

Click submit — (as required, select approvers).

You will be returned to the original SF182 in order to submit the form for the next user.

Scroll to bottom, Click the “select another user” button

10. Search for next user by entering last name, first name, click search, select user.
11. Continue process until all users have an individual SF182 submitted for the training.

Verifying Attendance to Credit the User’s Learning History:

AglLearn will send an email notification to the employee and supervisor requesting verification
of attendance in the training session.

The employee should verify whether he/she attended all sessions.

Upon verification, notification is sent to the supervisor to verify attendance.

Once verification is received, the AglLearn system will automatically update each participant’s
learning history.

Note: An administrator can verify attendance at his/her discretion and the AglLearn system will update

the user’s learning history record.
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Sample SF-182 User Notification

From: aglearnsystem@usda.gov [mailto:aglearnsystem@usda.gov]

Sent: Tuesday, June 29, 2010 10:58 AM

To: Brooks, Sherell

Subject: Confirmation of SF-182 Request Submission for AglLearn Maintenance

Sherell Gibson Brooks,

This email confirms that you submitted an SF-182 Request regarding the following activity:

SF-182 Request: AglLearn Maintenance

Start Date/Time: 2/21/2011

End Date/Time: 2/25/2011

Action Required: None at this time, this message is strictly for informational purposes.

While your request has been received, it must first be approved per your agency's official training
approval process. If you have any questions about the approval process, please contact your Agency's
Aglearn coordinator who can be found here. (http://www.aglearn.usda.gov/contactus.htm)

If you entered any comments with your request they will be found below:

Want more information? Try the online AglLearn course, USDA Aglearn SF-182 User Course. To view

the course, click on the course name link and log in. Once logged in, you will be able to see the course
details and launch the course.
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Sample SF-182 Supervisor Approval

From: aglearnsystem@usda.gov [mailto:aglearnsystem@usda.gov]
Sent: Tuesday, June 29, 2010 11:36 AM

To: Brooks, Sherell

Subject: SF-182 Request Approval Required for Lyndell Walker

Lyndell Walker has submitted an AglLearn SF-182 Request for the following activity:

SF-182 Request: Testing Save By Another User

Start Date/Time: 7/6/2010

End Date/Time: 7/7/2010

You are listed as an approver for this request per your agency's official training approval process.

Action Required: Click Here to Approve this Request.

If you have any questions about the approval process, please contact your Aglearn training
coordinator found here. (http://www.aglearn.usda.gov/contactus.htm)

If the SF-182 Request submitter entered any comments with the request they will be found below:

Want more information? Try the online AglLearn course, USDA Aglearn SF-182 User Course. To view

the course, click on the course name link and log in. Once logged in, you will be able to see the course
details and launch the course.
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